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MEMORANDTM FORs Direetor of Persomnel

BUBJECT: Personnel Repo=t. iepared by the Machime Records
v Division, Office of the Comptroller

1. 4 detsiled review of the personnal reports prepared on & recurring
besia by the Mechize Records Division has been eonffuoted im order to eamwre
the validity of the outatanding requests, to reduce frequenmay of reports,
and to geln the advantages of multiple use of coples.

2. The musber of rts currently required for psraonnel mamagement
hap been decreased fyom 190 to 119, or & decreass of 37.5 percent. The re-
duction in reports, together with reductions i frequercy of remaining repuris,
represants & savisgs of 1,628 man-hours per anmm ywithin the Machine Records
Division. To thase sevings cen be added the time spent in dissexinstion,
review by recipiemts, filing time and cost of filing equipment. The vide
variance in typss of reports and the differences in men-hours of preparstion,
do not permit s comparable reductiocn in mam-hours as reflscted by the per-
gextege decraase in mmbera of reports. '

3. The folloving statistical comperison sbows a decraase of six reports
over a two-year period. This decrosss exphasises the mecessity of contimuous
review 3pd reflests crsdit on the Offiee of Personiel baing sble to contimie
its reporting function vith less reports in e of imoreased stiention
en such dats by semfor offioials of the Agengy:

X Jm19m 1941959 1 lMer 1959

gb:::{y Heports 47 | 182 190

Big M'ﬁy a—e

~ Bumber, Incresse or Dsarosss ; 57+ 63
Fereent, Incresze or Decrecse 45.6%+ 3768

4 During the transitory period betuesn the tabl& of Organtsstion snd the

taffing sad Development Complement System thars will be r 8 which oontimue
to reflsct personnsl dste by orgemisation. For persomnel p purpcsss the
servics designation will be the predoninste eriteria, however, reportisg will
centinue by organismation to fulfil) the requirsments of many igency componants.
Many of the reperts that have sliminsted wvers sckeduled for dtscontimuence
prior tc the oonduct of this and wben Regulntion[  |becomes fully
offactive Aguncy-wide, additionsl revisions to the reporting schedules will be
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SUBJECT: Personnel Reports Prepsrsd by the !’.semi Records
' Division, Office of the Comptroller |
. _ _ |

5, ittached as Tab 4 ie a listing of contimuing, lroaimng persosnel
reports showisg report mumber end title, The columns showing frequency sad
samber of copies reflect the revisiona made ¢uring survey exsmimetion. Attacked
as Tsd B 38 8 ldsting of reports deleted or oonsolidatad showing mmbder of
reporta, fraquency, sapder of cordes snd per emmue Wu of sevings. The
Statistical Reporting Brench is curremtly developing revised coples of individwpl
vork orders which vhen submitted will pernit tbe Machise Records Divisiom to
opersts on a current baais. N 1

6. The Statistieal Repcly.  Dramoh, Records end Services Division, bms
veen sonducting lisison with the Machise Records Division on persomnel report-
ing requiremonts. Agemdy components beve penerslly gubmitted their raquests
throvgh this Eranch where efforts have been mede to reducs frecuenay anc/er
to recommend existing reports. As & service fumction the Rrsnch has not had
euthority %o question the validity of the requiremant vhich has in instances
resulted in lerge expsnditures of machine tiwe. Other ccrponents of the
Cffies of Parsomnel have lsvied direct requests on thq Machine Reeords Division
withaut going through the Statisticel Reporting Prench, 1¢ 1s recommended and
coneurred im by the Chief, Hecords and Services ﬁivisi&a that & eomtrel peint
be established within the division through vhich all persoenel reporting re-
quests will flow. The individusl so dsaignated sheuld be delegeted suthority
to review welidity of reguests and neke wtioat as % their fulfillment.

7. The Central Processing Eranch has been recel @ roster of smployess
und dependents reflscting those passporte by muwber dus to sxpire within thres
months, Once these have expired they sre dropped | subse uent rosters and
a0 record is meimtained of these persona bty passport

momber, Future travelers
having onee held s passport mast el rapenbar thein old rusbers or 8 request
Por sesrch sust be made to the Deps ent of Jiste, .Jt is recommended snd
conourred im by the Chief, Central Frocessing Prench ¢ st the purged passpert
sxpired cards, interpreted Ly Hachine Zecords Division te shov mame and rassport
pmber, be returned to Central Processing Dranch for a: slphsheticsl file.

8, The persomnsl reports ourrently being submitied %o the Vital Fescrds
Repository wers sxamined. Iz certain inmstances essentiul deta ves not being
protected snd in others duplicats paterisls wers being sent fyom mors thar. oo
source within the Cffice of Porsornal. Attached sa Tab C is e revised ackedule,
whioh has been ccordinated with the Vital Materials Officer and the Area Records
v Offioer, vhish wvill provide for safskeeping of essentisl dete [deemod
pecessery for contimued personrel menagement.

9. It is sugzested that & memorandum be ab to the next issue of the
Monthly Personnel Reports prepared in statistical and grapkic form for the
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- Support askd o in ro ntirusd need
Deputy Drecter of Su esking hia assistance in revieuisg com ‘
g:ﬁ t*gi; type of presentation, Additions to the np/s rt heve baen made

from tims to time dut deletioms have not been pads cu the preuise of eon-

tipuing weed.
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